e-Filing in the State of Delaware JP Court

Module 10 — New Case: Add Documents

In Modules 8 & 9 we completed the Case Initiation Screen. This module will continue with the
new case filing by adding the documents. From the ‘Case Initiation’ Screen, click the ‘Next’
button to continue the process.

Case Initiation: JP LANDLORD TENANT

Filer Reference No. HENDERSON 589 |

Court Location | JP COURT 16 - DOVER v

Claim Amount |3875.89 |

Jury Option @ non-jury O jury

Case Title |SIMONS REALTY MGMT INC VS JEFF HENDERSON

Full Case Caption | s1MONS REALTY MANAGEMENT, INC., PLAINTIFF A
E‘JﬁF HENDERSON N

Add Multiple Issues |JP DEBT LLT RELATIONSHIP V| [

Additional Issues Remove
JPLLT MOBILE HOME X

Related Case No, | |W

Related Cases Remove

Case Participants (Any party to be served must be added as a distinct party.)

Remove Participant Name Type Attorney(s) for Party
X ® SIMONS REALTY MANAGEMENT INC PLAINTIFF REED
X @ JEFF HENDERSON DEFENDANT

m @ https://eflectrain.co
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This brings you to the ‘Add a Document’ Screen.

ol - 1Y T
: i e Fil
| State of Delaware Judiciary n w’.?.&

Home eFile Cases My Profile Log Out

soe=q

preraen

user: MIKE REED

Draft Filings = Add a Document

Select a ‘Document Category’.
Case Type : JP DEBT ACTION

Select a ‘Document Type’.

Document Category | 4 -
Document Type = [ATTACHMENT — 4— 7| Additional Text (becomes docket
/ text on the case).
AdditionalText [
[ Sealed Use Page Count field to indicate

total pages for each
Page Count / attachment.

Acceptable File Format Type(s) (*.pdf)

Document Location | _Bows=. | Use ‘Browse’ button to find the

s ) .pdf file to be attached.
Add to submission  [2Z] | Click ‘Add’ to attach document

Edit Pg
Document Name View Document Data Size Gt Remove
Form E 0.01MB

2rAIM AMOUNT OVER $5000 FORM 1 ASHTON KENT - FORM 1.pdf 0.22MB i [E:x
- ATTACHMENT FORM 50 MY FORM 50.pdf 0.22MB 1 [E:x
< ATTACHMENT CORRESPONDENCE ASHTOM KENT - CORRESPONDENCE. pd 0.22MB 4 [E:g

Total Size:  0.32MB

= I

Attached Documents

User Manual | support | about Tybera Development Group, Inc.
© 2001-3 Tybera Development Group, Inc. All rights reserved.

The selections available in the Document Type field change, based on the Case Type and the
Document Category selected.

Except where a Document Category is required, leave the Document Category blank in order to
have all possible Document Types to choose from.
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Module 10 — New Case: Add Documents

JP NEW CASE FILING DOCUMENT REQUIREMENTS

Refer to the JP Court web site below for rules, regulations, and copies of forms that need to be
filed. Before you file have all documents saved to your computer in PDF format.

https://www.courts.delaware.gov/jpcourt

Each of the following documents should be attached separately, in the order shown, to all JP
Complaint Form 1 filings.

1. JP Complaint Form (the ‘Form 1’)
Always attach the JP Complaint Form, by itself, as the first document.

Document Category: “Initial Filings/Complaints”.

Document Type: From the drop-down list, select the correct Type (available
selections are based on the type of Case being filed).

Additional Text: Enter “FORM 1” (or “COMPLAINT")

Page count: Enter the number of pages for the Form 1.

Document Location: Browse to the location on your computer where the Form 1
was saved, and select it.

Add to Submission: Select the ‘Add’ button.

2. Form 50 (if applicable)
Always attach your Form 50 by itself as the second document:

Document Category: “Initial Filings/Complaints”.

Document Type: Select “ATTACHMENT TO FILING”

Additional Text: Enter “FORM 50”

Page count: Enter the number of pages for the Form 50.

Document Location: Browse to the Form 50 and select it.

Add to Submission: Select the ‘Add’ button. A secondary screen appears asking to
which existing document you want to ‘attach’ the Form 50. Select the ‘Form 1’
document; click ‘NEXT’.

3. Correspondence
Attach any correspondence you have had with the Defendant, along with any proof of
mailing documentation. Scan all of these documents in as one PDF document (but not
to exceed 10 pages).
Document Category: “Initial Filings/Complaints”.
Document Type: Select “ATTACHMENT TO FILING”
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Additional Text: Enter “CORRESPONDENCE”, or “5-DAY LETTER”, or whatever is
appropriate description of attachment.

Page count: Enter the number of pages for this document.

Document Location: Browse to the document and select it.

Add to Submission: Select the ‘Add’ button. A secondary screen appears asking to
which existing document you want to ‘attach’ the correspondence. Select the
‘Form 1’ document; click ‘NEXT’.

4. For all other supporting documents:
Document Category: “Initial Filings/Complaints”.
Document Type: Select “ATTACHMENT TO FILING”
Attach the documents as done above in step 3.

Other Notes for JP Filings:

For Landlord-Tenant cases:

- the Rental/Lease agreement does not have to be scanned-in and attached to the
initial filing.

- If possession is sought due to a Rules Violation, scan-in and attach that portion of
the Rental agreement that lists the rule being violated.

For Debt cases:
- Just scan-in and attach that portion of the Debt contract which shows the amounts
borrowed and owed, payment amounts, and interest rates and terms. Do not
include the standard pages of legal-eze.

FOR ANY JP CASE:
Always bring multiple hard copies of all documents when you appear in Court for a
hearing or a trial. This includes the Form 1, Form 50, Correspondence, Rental
Agreements, Debt Contracts, etc.
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GARAGEKEEPER FILINGS

Documents for Garagekeeper Case Filings should be attached as follows:

1. Garage Keeper Package — Scan these in together as the first PDF document:

Form 40 - Application to Conduct a Lien Sale
Form 41 - Lienholder's Notice of Sale
Form 42 - Answer to Lienholder's claim
Form 43 - Authorization for Lienholder's Sale

Document Category: “Initial Filings/Complaints”.

Document Type: Defaults to “GARAGEKEEPER *”

Additional Text: Enter “INITIAL PACKAGE”

Page count: Enter the number of pages in the PDF document.

Document Location: Browse to the location on your computer where the PDF
document was saved, and select it.

Add to Submission: Select the ‘Add’ button.

2. Form 50 (if applicable). Always attach your Form 50 by itself as the second document:

Document Category: “Initial Filings/Complaints”.

Document Type: Select “ATTACHMENT”

Additional Text: Enter “FORM 50”

Page count: Enter the # of pgs. for the Form 50 PDF document.

Document Location: Find the Form50 PDF document and select it.

Add to Submission: Select the ‘Add’ button. A secondary screen appears asking to
which existing document you want to ‘attach’ the Form 50. Select the
GARAGEKEEPER document, then click ‘NEXT’.

3. For all other documents, including bills, DMV report, etc. — Scan all together, but not to
exceed 10 pages per PDF Document, and attach each as follows:

Document Category: “Initial Filings/Complaints”.

Document Type: Select “ATTACHMENT”

Additional Text: Briefly describe the PDF contents.

Page count: Enter the number of pages in the PDF document.

Document Location: Browse to the saved document and select it.

Add to Submission: Select the ‘Add’ button. A secondary screen appears asking to
which existing document you want to ‘attach’ this document. Select the
GARAGEKEEPER document, then click ‘NEXT’.

Repeat step 3 for each additional PDF document, if necessary.

|
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